\ 4
D A. DXC.technology

AMMIS SUR Case Tracking Manual
Date Modified: 07/13/2018

Alabama Medicaid Agency
501 Dexter Avenue
Montgomery, Alabama 36104

DXC Technology
301 Technacenter Drive
Montgomery, Alabama 36117



Alabama Medicaid Agency July 13, 2018
AMMIS Case Tracking Manual Version 2.0

1. Document Control

The latest version of this document is stored electronically. Any printed copy has to be
considered an uncontrolled copy.

1.1 Document Information Page

Required Definition
Information

Document Title AMMIS SUR Case Tracking Manual

Version: 6.0

Location: https://pwb.alxix.slg.eds.com/alxix/Subsystem/utils/DocDescription.asp?Folder=../
../Business%20Design/UserManuals/SUR_UM

Owner: DXC/Agency

Author: SUR Team

1.2 Amendment History
The following Amendment History log contains a record of changes made to this document:

Date Document | Author Reason for the Changes (Section,
Version Change Page(s) and Text
Revised

12/20/2017 1.0 Final version

approved

Conversion of
07/13/2018 2.0 manual from HPE to

DXC

1.3 Related documentation

Document Description url
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2. Introduction
2.1 Overview

This manual describes how to use the Alabama Surveillance and Utilization Review (SUR) Case
Tracking windows and reports. It begins with how to log into the system and enter basic
information needed throughout the system to create and update cases as they move through
different phases of the process:

* Sign-on and SURS Case Tracking Navigation

» Entering/Updating Analyst Criteria

» Entering/Updating Consultant and Utilization Review Committee (URC) Member Information
The manual then continues with creating and entering SUR case information:

» Entering/Selecting New Provider Cases

» Entering/Selecting New Recipient Cases

» Entering New Referrals

» Updating Case Information

The manual finishes with follow-up case activities and how to generate letters and forms from
the Letter Generator:

» Creating Hearing Notification Letters
» Creating SURS Case Tracking Letters

DXC Technology © Copyright 2019 DXC Technology Development Company, L.P Page 1
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3. Subsystem Overview
3.1 Overview

The Alabama Surveillance and Utilization Review (SUR) Case Tracking function replaces many
of the manual operations throughout the SUR case review process with systematic approaches.
Browser-based windows replace many of the manual operations such as providing auto-
assignment of case reviews and online updating of case documentation. In addition, the SUR
Case Tracking function allows for the viewing of imaged incoming correspondence and
photocopied medical records from on-site audits.

SUR Case Tracking provides for storage of report and spreadsheet files generated within the
interChange SUR and Decision Support System (DSS) areas and can link the files to related
SUR cases. All case documentation, including imaged documentation, is linked to a SUR case
utilizing a unique identifier called a Master Log Number. Each SUR case has an associated
electronic SUR case file, which helps in identifying the steps the SUR analyst followed while
researching the SUR case.

3.2 Interface with DSS to Receive or Provide Needed Data

The SURS Case Tracking function receives data from other subsystems within the Medicaid
Management Information System (MMIS). The Provider Subsystem provides information
directly related to the provider such as name and address. The Recipient Subsystem provides
lock-in information as well as the name of the recipient.

DXC Technology © Copyright 2019 DXC Technology Development Company, L.P Page 2
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4. Sign-on and SURS Case Tracking Navigation
41 Overview

The SURS Case Tracking function is accessible in the same manner as the SURSProfiler Case
Maintenance and Random Sample applications. It is a browser-based application that is
available on the menus for only those users that have the SURS security clearance that
includes Case Tracking. The two current levels of security within the application are SURS
analyst and supervisor. The level of security clearance determines which windows can be
accessed and updated. For the purpose of this manual, all functionality is shown, regardless of
the security level of the user.

4.2  Sign On Window
The Sign On window is the first step in accessing any window within the SURS Case Tracking

application. Access to the secure website is achieved through using the Microsoft Internet
Explorer browser.

Decision Support System - MO

ALABAMA MEDICAID AGENCY

Log On to InfoView Help

Enter your user information and click Log On.
(If you are unsure of your account information, contact your system administrator.)

User Name: ’ |

Password: I ]

Log On

Launch Internet Explorer.
Type http://icdss-prod.alxix.slg.eds.com:20080/InfoViewApp/logon.jsp_in the navigation bar.

Click the Go button or press Enter.

Enter User ID into the User Name text field.
Enter Password into the Password text field.
Click the Log On button.

ogkrw N B
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4.3

SURS Main Navigation and Case Tracking Navigation Window

To access the specific areas of the SUR Case Tracking application, utilize the links below the
headings available on the lower left portion of the DSS home page:

ALABAMA MEDICAID AGENCY

& Home

Prod

Document List | Open » | Send To - | Dashboards -

SAP BusinessObj

Help  Preferences | About | Lc

& £ New ~ Add -
= Al
4 Inbox
B public Folders
AL DSS Developers
Archived Corporate Documents
Archived Meaningful Use SLR Vendor

Actions ~

Organize ~

Archived SUR - DSSProfiler Maintenance Application ¥
Auditor
Business Analytics ¥

Corporate Documents

Meaningful Use SLR Vendor

Medical and Mgmt Consulting Svc

Public Health

SUR - Case Tracking Application

SUR - DSSProfiler Maintenance Application
SUR - Random Sample Application

USA

Search title - |

Title * Last Run

~Webintelligence

Adjudicated claims by fund code FY 2016 claim out Dec 13, 2016 9:56 AM
AG paid claims query with errors Jun 4, 2014 9:29 AM
Billed amount last 6 months—top Jul 29, 2015 4:07 PM
Billed amount last 6 months—top2 Jul 29, 2015 12:00 PM
Billing Provider Encounters (including out of state) 2 Oct 20, 2015 5:24 PM

This report pull claims data for a specific Billing NPI.

Claim 0066-3 Dec 1, 2016 4:16 PM

claim test2 Feb 20, 2014 4:26 PM

claims by cos fy 2015

claims by cos fy 2016

Type
Folder

Folder

Folder

Web Intelligence Report

Desktop Intelligence Report

Desktop Intelligence Report

Desktop Intelligence Report

Desktop Intelligence Report

Web Intelligence Report

Desktop Intelligence Report

Desktop Intelligence Report

Desktop Intelligence Report

[T Jof2+ »

‘Owner

The next window shows an example of the SURS menu accessible via the Case Tracking link:

r Case Tracking

Case Summary
Referrals List

Analyst List *
Provider Case Entry *

Recipient Case Entry *
Consultant / URC Member List *

Case Selection Hearing Letters °

* - Denohes Supervisor Only Access,

DXC Technology
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5. Entering/Updating Analyst Criteria

51 Overview

The Analyst Criteria windows are used to enter or update information for each SUR analyst who
works on cases.

5.2  Analyst List

The Analyst List window displays all the currently entered analysts. The window displays all the
active analysts first, followed by the inactive analysts.

1. Onthe SURS main navigation window, click the link for Analyst List:

r Case Tracking

Case Summary
Referrals List

Analyst List *

Provider Case Entry *

Recipient Case Entry *
Consultant / URC Member List *

Case Selection Hearing Letters °

s

2. To update an existing analyst in the Analyst List window, select the radio button to the left of
the Analyst ID and click the Update button.

Analyst List

) (upate ) (Deee

- Analyst ID Analyst Last Name Total Number of Open All Types m
Cases
() admin BOAdmin

0

) admin = 0
) admin s (]
) admin — 0
() admin (F 0
admin AL T 0

) admin P 0
2 admin e 0
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3. To add a new analyst in the Analyst List window, click the Add button.

4. To delete an existing analyst, select the radio button to the left of the Analyst ID and click
the Delete button

Result: The Analyst Criteria window appears.
feak Critart
Analyst I0: | ganHH

Analysk Last Name: Smith

Provider Type: All Types:

Experience Level:  Entry-Level v
Recipient Case: [ | Supervisor: Active: [ |
Load Level
% of Total Cases:

Maximum Number of Working 31
Cases:

Total Number of Working Cases:
Total HNumber of Open Cases:

INSERT

DXC Technology © Copyright 2019 DXC Technology Development Company, L.P Page 4
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5.3  Analyst Criteria

The Analyst Criteria window allows the user to enter information regarding the analyst and their
case load.

Analyst Criteri
Analyst 1D guHEHH

Analyst Last Name: Snith

Provider Type: All Types:

Experience Level: Entry-Level v

Recipient Case: [ | Supervisor: [ Active: [ |

Load Level
% of Total Cases:

Maximum Number of Working 31
Cases:

Total Number of Working Cases: '
Total Number of Open Cases:

| INSERT

1. If adding a new analyst, enter the Analyst ID, which is usually the user ID of the analyst that
is assigned for accessing interChange, DSS and other similar tools.

2. Add or update the following data items to be saved for the analyst:
» Enter Analyst Last Name.

» Select Provider Types for which the analyst may perform reviews. You may also select
All Types if the analyst is not limited to performing reviews for specific provider types.

» Select Experience Level, which can be Entry-Level, Moderate or Experienced.

» Select Recipient Case, if analyst is allowed to perform such reviews. (Checked = Yes,
Not Checked = No)

= Select Supervisor (Checked = Yes, Not Checked = No, This field is used by the
windows to only display supervisor IDs in drop-down menus. It does not give a user
security access to the Supervisor Only windows.)

» Select Active (Checked = Yes, Not Checked = No)
= Enter Maximum Number of Working Cases.

The other fields listed under Load Level are system generated. These fields show a snapshot of how
many cases this analyst has compared to the total cases in the system.

3. To save updated information, click the Update button. An Insert button is available when
performing an Add. To save new information, click the Insert button. A Delete button is
available when performing a Delete. To delete an analyst, click the Delete button.

DXC Technology © Copyright 2019 DXC Technology Development Company, L.P Page 5
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Result: The Analyst Criteria List window appears.

Analysts List

[add | [ Update || Delete |

- Analyst ID Analyst Last Name Total Number of Open All Types m
Cases
() admin 4

BOAdmin
O vk [N 17
ONN - (£ & 11
C ar=ilm AR 9
O wm Er 0
O = = e 0
O e L 7
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6. Entering/Updating Consultant and URC Member
Information

6.1 Overview

The Consultant and URC (Utilization Review Committee) member windows are used to enter or
update information related to these entities. These windows are case sensitive, and the
information is saved according to the case in which the information is keyed.

6.2 Consultants Listing

1. Onthe SURS main navigation window, click the hyperlink for Consultant/URC Member
List:

r Case Tracking

Case Summary
Referrals List

Analyst List *

Provider Case Entry *

Recipient Case Entry *
Consultant / URC Member List *
Case Selection Hearing Letters *

* - Denotes Supervisor Only Access,

2. Select Consultant from the drop-down list menu.

Consultant / URC Member List

Consultant v
[ deme | ddes | tMal | ocoptn | Phone | x|

() ks "“-'HSH“_ I B el Therapist (LRl Sl el
Q f o ™ I.I.-.-:-II':'II:"II' S R e == Consultant Tl § L= T ]
O tym i — rdep et OULCENSNOB0 g gy gy

3. To update an existing consultant, select the radio button to the left of the Name field and
click the Update button.

4. To add a new consultant, click the Add button

5. To delete an existing consultant, select the radio button to the left of the Name field and click
the Delete button.

DXC Technology © Copyright 2019 DXC Technology Development Company, L.P Page 7
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Result: The Consultant/URC Member Criteria window appeatrs.
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6.3 URC (Utilization Review Committee) Members Listing

1. Onthe SURS main navigation window, click the hyperlink for Consultant/URC Member
List:

r Case Tracking

Case Summary
Referrals List
Analyst List *

Provider Case Entry *
Recipient Case Entry *

Consultant / URC Member List *
Case Selection Hearing Letters °

* - Denotes Supervisor Only Access.

2. Select URC from the drop-down list menu.

Consultant / URC Member List

R ¥
(T one [ s |t | oo | e | |

hex ) h |
() g e ol I £ O NS A - B

3. To update an existing URC member, select the radio button to the left of the Name field and
click the Update button.

4. To add a new URC member, click the Add button.

5. To delete an existing URC member, select the radio button to the left of the Name field and
click the Delete button.

DXC Technology © Copyright 2019 DXC Technology Development Company, L.P Page 9
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Result: The Consultant/URC Member Criteria window appeatrs.

DXC Technology © Copyright 2019 DXC Technology Development Company, L.P Page 10
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6.4 Enter Consultant/URC Member Criteria

The Consultant/URC Member Criteria window allows the user to enter contact information
related to a consultant or URC member.

Consultant / URC Member Criteria
* Required Fields
* Name: |* =]
* Address & = O
* City: | Elainis
* State:
* 2ip Code: 11 e
E-mail:
Occupation:
*Phone: | 1 || = -| Tl
Fax: = -
* Member Type: URC v

1. To Insert a new consultant or URC member enter the following information in the fields
provided:

= Name

= Address

» City, State, Zip Code+4

= E-mail Address

= Occupation

= Phone and Fax Numbers

= Member Type (Consultant or URC)

DXC Technology © Copyright 2019 DXC Technology Development Company, L.P Page 11
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2. To save new information, click the Insert button.

3. To update an existing consultant or URC member, enter updates in any of the fields. To
save updated information, click the Update button.

DXC Technology © Copyright 2019 DXC Technology Development Company, L.P Page 12
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4. To delete a consultant or URC member, click the Delete button.

* Name: S0@0E o i E

* Address » iC i aw
* City: Lo
* State: .

* 2ip Code:
E-mail:

Occupation: Lpn

Fax: E.

* phone: -l-- : M i l-l-l-

* Member Type: Consultant v:

Consultant / URC Member Criteria

* Required Fields

L -.J-

Result: When an insert, update or delete is completed the Consultants /URC Member List

window is displayed.

Consultant / URC Member List

Consultant +

(1 name | addess | eral [ ocopston | phone | fox |

L] .-
L o e oy
o 1= = L -._" i ~o) Neurosurgeon :_:';' —
oM. L. ql=‘_!l-ﬂl- = ST s e Chief Of Surgery E“‘ =-
el a Lo o Healthcare 10 10 L
o I § oz il ol B a= vl = Administrator v "
DXC Technology © Copyright 2019 DXC Technology Development Company, L.P Page 13
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7. Entering/Selecting New Provider Cases

7.1 Overview

Provider case reviews can be opened for a number of reasons. DSSProfiler reports can be
produced and reviewed to identify suspicious situations needing investigation or providers that
have exceptions for specific cases identified by the Medicaid Agency. These cases would be
entered manually into the system. Referrals can also be received from other entities that may
open provider cases.

The Provider Case Entry window is the starting point for entering provider information for
potential cases.

7.2  Provider Case Entry
On the SURS main navigation window, click the hyperlink for Provider Case Entry:

r Case Tracking

Case Summary
Referrals List

Analyst List *

Provider Case Entry *

Recipient Case Entry ™
Consultant / URC Member List *
Case Selection Hearing Letters °

...

DXC Technology © Copyright 2019 DXC Technology Development Company, L.P Page 15
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7.2.1 Provider Case Entry (by referral)

The Provider Case Entry window allows the user to create a list of potential providers that can
be assigned to the case described in the Criteria Description. The case is not actually
established until the assignment request button is selected. However, prior to a case opening,
the user can identify and save potential providers to the list.

Provider Case Entry
Criteria Description
Select Only One
:
Provider Manual Case Selection
Provider ID:
Provider Name: |
Provider Case Selection List
Total Providers Selected: 0 Total Providers Not Selected: 0
Provider ID Provider Name [astenieg
Number

Enter a description for the new list of provider cases in the Criteria Description field.
Select Referrals, from the Select Only One drop-down menu.

If the Referrals selection is chosen, click the Select button and existing provider referrals
that have not been assigned cases appear in the list at the bottom of the window. Select the
applicable provider or providers by using the Select All button or by clicking the check box
next to the applicable provider.

At the bottom of the window, the system returns the referral providers that were selected.
If too many or too few are displayed, click the Clear button to enter new criteria.

When the results are satisfactory, click the Save button to save the selected list along with
the selected criteria. This only saves a list of the providers for the description displayed.
This is a potential case list.

DXC Technology © Copyright 2019 DXC Technology Development Company, L.P Page 16
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Result: The criteria and the list of providers are saved and the user remains on Provider Case
Entry window.

Provider Case Entry
Criteria Description
TEST1 Search
Select Only One
r ™ |

Provider ID: |

Provider Mame: |

| Selectall |[ unselectall | |Save || Assignment Request

Total Providers Selected: O Total Providers Mot Selected: 10

Mext | p,
- age 1 of 2
-m

9999599999 WEST HILLS MEMORIAL REFERRAL
l—J 9999999999 BARTLE, SAMUEL T REFERRAL

DXC Technology © Copyright 2019 DXC Technology Development Company, L.P Page 17
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7.2.2 Provider Case Entry (manual)

Manual cases may be entered to create a new list of providers or providers may be added to an
existing list for cases which do not have an assigned Master Log Number.

Provider Case Entry

Cri B 5
Source
.
Provider Manual Case Selection
provder
Provider Mame: |
[ Select Al || unSelect Al [Save ||  Assignment Request
Total Providers Selected: 0 Total Providers Mot Selected: 0

Provider ID Provider Name SO Master Log
Fumber

To enter a list of providers manually, enter a description for the new list of provider cases in
the Criteria Description field and select Manual from the Select Only One drop-down
menu.

2. Enter the Provider Number or Medicaid Provider number of the provider in the Provider ID
field in the Provider Manual Case Selection area of the window and click the Search button.

3. If the system finds the number, the name of the provider is displayed in the Provider Name
field. If not, an error message is displayed.

4. If the correct provider was entered, click the Add button to insert the provider into the list of
potential provider cases.

5. Continue to add providers until results are satisfactory, then click the Save button to save
the selected list along with the selected criteria.
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Result: The criteria and the list of providers are saved and the user remains on the Provider
Case Entry window.

Provider Case Entry
Criteria Description
TEST2-MANLIAL Search

Select Only One.

Manual |+ @Ea’_]
Proviger ! I selecti

Provider ID: 9999999999 @I
Provider Mame: ‘SMITH, J0HMN D

Provider Case Selection i
| selectall || unselectall | [Save || assignmentRequest |
Total Providers Selected: 0 Total Providers Mot Selected: 1
I ) = [ 7
9999599999 SMITH, JOHN D
7.2.3 Search for Previously Saved Case List

On the Provider Case Entry window, by entering at least a portion of the criteria description and
clicking the Search button shown beside the Criteria Description field, users can retrieve
provider case criteria and the associated list of providers:

Provider Case Entry

Criteria Description

resr
Select Only One

w Clear
Provider Manual Case Selection

Provider ID:

Provider Name: |

Provider Case Selection List

Total Providers Selected: 0 Total Providers Not Selected: 0

Provider 1D Provider Name Master Log
Number
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7.2.4 Provider Case Entry (select providers for case review)

Before a Master Log Number can be assigned from the Provider Case Entry window, the user
must select providers for which the system is to create cases.

Provider Case Entry
Criterin [escriplion
Saarch
Smoe
e [ Sl ] |..|:' ke ]
Provvides HManusl Cose Selection
Provider 10 [ Search |
Prowider hare | [mad]
[ Selectal | [ unSelect sl [Sove || Assigrement Reguest |
Tobal Providers Selected: i Tatal Providers Mot Selected: 0
T

Only click on the Assignment Request button when you are sure you want to create the
cases. After this button has been clicked, the criteria and the list of selected providers
cannot be modified.

1. To individually select the providers, click the check box to the left of each Provider ID.

2. Click the Select All button to select all the providers at once or click the UnSelect All button
to deselect all the providers at once.

The user may click the Save button to save the information entered at any time.

When the list has been finalized, click the Assignment Request button to create the case.
If the list and selected providers have not been saved when the Assignment Request button
is clicked, the system automatically performs a save.

5. The system assigns a Master Log Number to the selected providers and creates the
appropriate directory structure used by the Case File tabs on the Case Summary window.

Result: After the cases have been created, the Case Assignment Verification window appears.

| Approve || Selectall || UnSelactal |

T

9999999999 | 84, I PP

118 ROSS ¥ 9999599999 I | 14
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7.2.5 Case Assignment Verification

The Case Assignment Verification window displays all the cases that were automatically
assigned by the system to SUR analysts:

| Approre J[ Selectall || UnSekctall |

Master Log Number Analyst Name ovider/Recipient ID Provider/Recipient Name
ROSS v

9999999999 |, e

M 1 ROSS v 9999999999 IIE F EE 14

1. The system uses the analyst criteria entered through the Analyst Criteria List windows to
assign the new cases to SUR analysts.

2. The user can override these assignments by changing the name of the assigned analyst in
the Analyst Name drop-down menu.

3. After reviewing the cases and the associated analysts, the user clicks the check box next to
the Master Log Number hyperlink.

4. Alternately, the user may click the Select All button to place check marks in all the boxes, or
click the UnSelect All button to clear all the check boxes.

5. When the assignments are finalized, the user clicks the Approve button to assign the
appropriate cases to the selected analysts.

Result: The selected analysts are assigned to the new cases. The user remains on the Case
Assignment Verification window with the check boxes grayed out for any previously assigned
cases.

| Approe [Seiecm || unseectal |

ROSS ¥

9999999999

M 1 ROSS v 9939999999 N - 14
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8. Entering/Selecting New Recipient Cases

8.1 Overview

Recipient case reviews can be opened for a number of reasons. DSSProfiler reports can be
produced and reviewed to display the most aberrant users of the Medicaid system. These
cases would be entered manually into the system. Referrals can also be received from other
entities that may open recipient cases.

The Recipient Case Entry window is the starting point for entering recipient information for
potential cases.

8.2 Recipient Case Entry
On the SURS main navigation window, click the hyperlink for Recipient Case Entry:

r Case Tracking

Case Summary
Referrals List

Analyst List *

Provider Case Entry *

Recipient Case Entry *
Consultant / URC Member List *
Case Selection Hearing Letters °

M= Denotes SUPErVISBROANCACCEES - - oot R S
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8.2.1 Recipient Case Entry (by referral)

The Recipient Case Entry window allows the user to create a list of potential recipients that can
be assigned to the case described in the Search Criteria Description. The case is not actually
established until the assignment request button is selected. However, prior to a case opening,
the user can identify and save potential recipients to the list.

Recipient Case Entry

Search Criteria Description:

Select Only One

L Clear

Recipient Manual Case Selection

Recipient ID:

Recipient MName: |

Recipient Case Selection List

Total Recipients Selected: 0 Total Recipients Mot Selected: 0

. . Master Log

1. Enter a description for the new list of recipient cases in the Search Criteria Description
field.

Select Referrals from the Select Only One drop-down menu.

If the Referrals selection is chosen, click the Select button and the existing referrals that
have not been assigned cases appear in the list at the bottom of the window. Select the
applicable recipient or recipients by using the Select All button or by clicking the check box
next to the applicable recipient.

At the bottom of the window, the system returns the recipients that were selected.
If too many or too few results are displayed, click the Clear button to enter new criteria.

When the results are satisfactory, click the Save button to save the selected list along with
the selected criteria. This only saves a list of the recipients for the description displayed; this
is the potential case list.
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Result: The criteria and the list of recipients are saved and the user remains on the Recipient
Case Entry window.

Recipient Case Entry

Search Criteria Description:

TESTING_4
Select Only One

Referrals v

Recipient Manual Case Selection

Recipient ID: |

Recipient Name: |

Recipient Case Selection List

| SelectAll || unselect Al [Save ||  Assignment Request
Total Recipients Selected: 0 Total Recipients Not Selected: 4
Master Log
] T
] = o LR REFERRAL
| e b § .5, HE E- REFERRAL
] p— ey i REFERRAL
O i e R REFERRAL
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8.2.2 Recipient Case Entry (manual)

Manual cases may be entered to create a new list of recipients or recipients may be added to an
existing list for cases which do not have an assigned Master Log Number.

Recipient Case Entry

Search Criteria Description:
Excessive Migraine Diag Search
Select Only One

a9

Recipient Manual Case Selection
Recipient I0: (99999999 Search
Reciphent Name: | Add |
[ selectan |[ unselectan | |save ||  Assignment Request
Total Recipients Selected: Total Recipients Mot Selected:

Sl e
Enter a description for the new list of recipient cases in the Search Criteria Description

field.

2. To enter a new list of recipients for potential cases, select Manual from the Select Only
One drop-down menu.

3. Enter the Medicaid number of the recipient in the Recipient ID field in the Recipient
Manual Case Selection area of the window and click the Search button.

4. If the system finds the number, the name of the recipient is displayed in the Recipient
Name field. If not, an error message is displayed.

5. If the correct recipient was entered, click the Add button to insert the recipient into the list of
potential recipient cases.

6. Continue to add recipients until results are satisfactory, then click the Save button to save
the select list along with the selected criteria.
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Result: The criteria and list of recipients are saved and the user remains on the Recipient Case
Entry window.

Recipient Case Entry

Search Criteria Description:

TESTING_4

Select Only One

Manual v Clear

Recipient Manual Case Selection

Recipient ID:

Recipient Name: [

Recipient Case Selection List

[ Select all ] [ UnSelect All [Save ] [ Assignment Request
Total Recipients Selected: 0 Total Recipients Not Selected: 4
Master Log
B L B REFERRAL
|:] . e L3 B REFERRAL
|:] I - H W . REFERRAL
[:] | = =S | =T I REFERRAL
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8.2.3 Search for Previously Saved Case List

By entering at least a portion of the Search Criteria Description and clicking the Search button
shown beside the Search Criteria Description field, users can retrieve recipient case criteria and
the associated list of recipients:

Recipient Case Entry
Search Criteria Description:
Excessive Migraine Diag
Select Only One
Manual v Clear
Recipient Manual Case Selection
Recipient ID: 99999999
Recipient Name: (100 6 BORR 4
Recipient Case Selection List
[ Select All ] [ UnSelect All ] [Sarve] [ Assignment Request ]
Total Recipients Selected: 0 Total Recipients Not Selected: 1
Master Log
[ | rewexn | mecoestteme |
(] 999999999999 (o - MANUAL
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8.2.4 Recipient Case Entry (select recipients for case review)

1. Before a Master Log Number can be assigned, from the Recipient Case Entry window, the
user must select recipients for which the system is to create cases.

Recipient Case Entry

Search Criteria Description:
Excessive Migraine Diag Search

Select Only One

Mawal v Clear
Recipient Manual Case Selection
Recipient 1D: Search
Recipient Name: |
Recipient Case Selection List
[ selectall || unselectall | [Save ||  AssignmentRequest |
Total Recipients Selected: 1 Total Recipients Not Selected: 0
= e
999999999999 e A ]

Only click on the Assignment Request button when you are sure you want to create the
cases. After this button has been clicked, the criteria and the list of selected recipients
cannot be modified.

To individually select the recipients, click the check box next to the left of each Recipient ID.

Click the Select All button to select all the recipients at once or click the UnSelect All
button to deselect all the recipients at once.

The user may click the Save button to save the information entered at any time.

When the list has been finalized, click the Assignment Request button to create the case.
If the list and selected recipients have not been saved when the Assignment Request button
is clicked, the system automatically performs a save.

6. The system assigns a Master Log Number to the selected recipients and creates the
appropriate directory structure used by the Case File tabs on the Case Summary window.

Result: After the cases have been created, the Case Assignment Verification window appears.
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[ Approve | [ Selectall |[ unSelect All |

Selected ﬂasler Log Provider/Recipient Dpen/Active
2

KANG v 999999999999 o R

8.2.5 Case Assignment Verification

The Case Assignment Verification window displays all the cases that were automatically
assigned by the system to SUR analysts.

[ Approve ][ selectall |[ unselectall |

Selected 'Vlasler Log Provider /Recipient Open/Active
2

KANG v 999999999999 mu e L

1. The system uses the analyst criteria entered through the Analyst Criteria windows to assign
the new cases to SUR analysts.

2. The user can override these assignments by changing the name of the assigned analyst in
the Analyst Name drop-down menu.

3. After reviewing the cases and the associated analysts, the user clicks the check box next to
the Master Log Number hyperlink.

4. Alternately, the user may click the Select All button to place check marks in all the boxes, or
click the UnSelect All button to clear all the check boxes.

5. When the assignments are finalized, the user clicks the Approve button to assign the
appropriate cases to the selected analysts.

Result: The selected analysts are assigned to the new cases. The user remains on the Case
Assignment Verification window with the check boxes grayed out for any previously assigned
cases.

(approve | [ Select all | [ unSelectAll |

Selected Mast er Log Provider /Recipient Open/Active
N / J
Analyst Name D Provider /Recipient Name Cases
2

KANG v 999999999999 i SR .
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9. Entering New Referrals

9.1 Overview

The Referral window is used to enter new referrals. These referrals may be received from other
entities, such as complaints regarding a particular provider, or concerning recipients that are
abusing the Medicaid system. The Referral window is also used to update and delete referrals.
These functions are only available from the Referrals tab on the Case Summary window.

9.2 Referral Entry

The user may enter new referrals as they are received from other entities. Referrals are
assigned to Master Log Number zero (0) until an official case has been created and the referral
has been associated to a case. Referrals that are created but not assigned to a case are listed
when creating a case using the referral drop down selection.

1. Onthe SURS main navigation window, click the hyperlink for Referrals List:

r Case Tracking

Case Summary
Referrals List

Analyst List *

Provider Case Entry *

Recipient Case Entry *
Consultant / URC Member List *
Case Selection Hearing Letters °

o Demotes Supmrvispr Oy acesss Sh S E e s e e
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Referral Number:
Master Log Number: [0

Mo Further Action Required [ Recipient Referral [

Provider/Recipient Information

First Name: |

Last Name: |

ID: |
Address: = |
[

City: |

State:
Zip Code:
Phone:

Incoming Referral

Received: T
Source:

Anonymous:
[

Referral Type: -
INSERT

Referred To: |

Date Referred: T
Response Date: o

Status: J

From Tracking Table

Reviewer Information

E |
Entered By: - |
Entry Date: T |

Referral Information

Reviewed By:

OAC Ref Num: |

Comments:

E

4000 Characters Remaining for Comments

Outqoing Referral (23
j Referred To: | j

Date Referred: T
Response Date: o

Status: J

Outqoing Referral (13

2. Enter the Provider/Recipient and Referral information into the appropriate fields.

3. Click the Insert button to save the information.
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Referraldumber: |
Master Log Number: 0 Reviewer Information from Tracking Table
No Further Action Required [ | Recipient Referral (7] Ravawad by? Y [
Entered By: v |
First Name: rwom Entry Date: - [
Last Name: Referral Information
-~ OAC Ref Nume
Address: —o- - . - Was reported by an unknown person as abusing

the Medicaid system.

City: n Comments:
State:

Zp Codes 1 3935 Characters Remaining for Comment s

Phnﬂ:'.': | n

| ] -
Incoming Referral Outgoing Referral (1) Outqoing Referral (2)
Recelved: Eﬁm? = Relerred To: v Relerred To: v

Source: Standard ¥ Date Referred: = Date Referred: ==
Anonymous: ResponseDate: | 5 ResponseDate:| &

Status: Status:

Result: The referral information is saved along with an auto-generated referral number to be
used to reference this information. After the insert, the Referrals tab of the Case Maintenance
window appears to show the entire list of referrals that have not been assigned to a case
(master log number is 0).

Case Smmary | Leck-In | Contract Terminations | Case Fle |
Master Log Mumber: E
Provider Name: |
Analyst Name:
Add | Update Delete
[ | pefenamber | ot meciet 0| rovder mecontrame | peceved | ouce | e ire |
Ol 999999999999 == =mEms 3/1/2001 PHONE
2 999999999999 T Fmm 3/1/2001 PHONE

The user may select a radio button for a referral and perform an update or delete. In this case
the associated referral data is displayed on the Referrals List window for the user to update or
delete. The user may also select the insert button to add another referral. In this case a blank
Referrals List window is displayed for the user to enter referral data. From the Referrals tab
shown above, the user may click on the referral number link from the ‘Referral Number’ column
to view the related referral information. The Add, Update or Delete button must be selected
from this window in order to update referral data based on the button selected.
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The No Further Action Required checkbox for a referral indicates if a case may potentially be opened
in the future. If it is checked, the referral will not be brought into the list of selected cases on the
Provider or Recipient Case Selection windows when the selected Select Only One drop-down value

is Referrals. In addition, whether the checkbox is checked or not, the referral will still be listed on the
Referrals tab of the Case Summary Window.

DXC Technology © Copyright 2019 DXC Technology Development Company, L.P Page 34



Alabama Medicaid Agency July 13, 2018
SUR Case Tracking User Manual Version 2.0

10. Updating Case Information

10.1 Overview

The Case Summary windows display research information related to a specific Master Log
Number or case. Tabs are used to display the different sets of information as they relate to the
case. There are a total of five tabs including:

= Case Summary

= Lock-In

= Contract Terminations

= Referrals

= Case File

Each of these tabs are described in the sections that follow.

10.1.1 Case Summary Tab

The Case Summary tab is the main case tab. Different versions of this window have been
designed for supervisors and analysts; based on their security clearances. Supervisors have
greater access to view and change information than do analysts. As a case moves through
different phases the related dates and amounts can be recorded, as well as analyst information
and comments. The status of the case is also updated using this window.

To change information on the Case Summary tab, an authorized user follows these steps:
On the SURS main navigation window, click the hyperlink for Case Summary:

r Case Tracking

Case Summary
Referrals List

Analyst List *

Provider Case Entry *

Recipient Case Entry *
Consultant / URC Member List *

Case Selection Hearing Letters *

o Demotes Supmrvispr Oy acesss Sh S E e s e e
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On the Case Tracking page, select the Case Summary tab:

I : locktn | corectiomstions |  wcloes | cmerte |
| Analyst Comenents:
File Location: v
! e Ecom Theough t
Search .
{ Search J{ vpdom J§ Ll e
Mo S [ polkcy Rec
SURS Lock-Inc
Uow [
r Roala 2 I (hacacters Remaning for Analyst Comenent s
Status: || Warning Letter Sent . hores on ™ p
1 = Assignad but not retiated v "
Asvigned: 8,9/2006
Fest / Ml -  tnioted: ;
o Referred To Sup: :
Credentials: |
Supervisor 10: v !
" sevwe. & = Get Info 3999 Characters Remaining for Supervisor Comments |
Oty = I
Indtin = Informal Lalr Mearing |
Prov Type: o | Prov Request: z
Source: MANIAL Supervesor Approval t
Cat Sve: Spec/ Auk Resp Ltr Sent: :
L |
Resp Lir Rocv'd: !
Chos Reviewed: :
Requested Ami: 2 1000
Total #d in Sample: !
Prov Request Due:
Recoup Due:
Total Nam Clos: :
Total Pak Total Recouped Amt: | Total Recerved Amt: Finad Recouped Ant: l
!
Total Chents: Recouped Ant: Recorved Aimt: DAMH Share- ;
Recouped Date: Received Date: Sent to AR/Adg ]
|
Closed Date: f

The user can search on any field on the Case Summary tab.

1. Click in any field on the Case Summary tab. (This includes the ML# field, although it is
grayed out.)

2. Click on the Search button.

Result: A search pop-up window appears.

‘2 http:Husolwalvm009: 20080/apps/Case Trackin... g|:,[z|

Case Tracking Search Criteria

LastMame | = v | |

==

QIR LI]kEl Tahcel
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3. Select an operator from the drop-down menu to identify the condition of the search to
perform, such as an equal, not equal or like condition on the search criteria.

Example: In the following example, the user is searching by LastName and has selected the
‘like’ operator as the condition.

2 http:Husolwalvm009: 20080/apps/Case Trackin... Q|E|E|
Case Tracking Search Criteria

LastMarme Like = ||B

4. Enter the search criteria in the text box.

Example: In the example above, the search is for Last Names that contain the letter ‘B’

5. Click the OK button or press Enter.

6. If more than one case returns from the search, the system displays all the relevant cases
with the matching criteria. If only one case matches the search criteria, the user is taken

directly to the Case Summary window for that case.

7. |If there was more than one case returned from the search, the Case Search Results window
displays. Click on the Master Log Number hyperlink from the displayed list to gain access

to that case.

Case Search Results

Item(s): 5

Master Log Number Provider/Recipient Last Name
Number

1 999999999999

3 999999999999 == ==
5 959999999999 l-'l
9 999999999999 Mk
12 999999999999 =
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Result: The Case Summary Tab window for that specific case appears.

Lock-In l Contract Termmations | Referrals | Case Pile |
Anaslyst Comenents:
Fie Location: v
Erom Theough
Search || Upcate
: Review Period:
Mg 3 L] Policy Rec
SURS Lock-Irc
[Jowx
Status: [ | Warning Letter Sent a = — I8 (haracters R Tor Analyst C
A t)N"-.”n":' =) v : — = & e
Asvigned: /e00e
Farst / ME: Intiated:
Last Name:
Referced Yo Sup:
Credentiols:
. - Supervisor 1D: v
0 z Get Info | 3999 Chavacters Remaining for Supervisor Comments
Oy
Indtsy! mC Informal Lalr Mearing
Prov Type: Prov Request:
Source: MNIAL Supervisor Approvak
Cat Sva: Spec/ Ak Resp Ltr Sent:
Resp Ltr Recv'd
Ul Reviewed:
Requested Armd: i 2 1000
Total Pd in Sample:
Prov Request Doe:
Samgle Size:
Recoup Due:
Total Nam Clns:
Totel Puk Total Recouped Amt; Total Receved Amt: Fnal Recouped Amt:
Total Chents: Recouped And: Recerved Amit: DM \hare
Recouped Date: Received Date: Sent to AR/ Adg
Closed Date:

8. Make appropriate changes to the case data.

If data is grayed out that means your security clearance does not authorize you to change it.

9. To save the changes, click the Update button. The Update button appears on all Master
Log Numbers EXCEPT zero (0). No updates are allowed on the Case Summary tab for
Master Log Number 0.

Result: Information is updated on the current tab. Additionally, changes to fields shared among
tabs, such as Analyst, Last Name, Comments, and SURS Lock-In dates, are updated on all
tabs.
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10.1.3 Lock-In Tab

The Lock-in tab displays information related to the recipient’s lock-in status for a particular
Master Log Number. The user maintains lock-in for a case by using this screen. Since this
screen is only used to lock in a recipient to a provider, it is a one to one relationship. All
information entered or displayed in the top portion of the window is related to the Case Tracking
system only and is not the same lock-in data in the MMIS or DSS Recipient Subsystem. The
data displayed in the bottom portion of the window is related to recipient lock-in information
found in DSS data warehouse.

Case Summary. " Contract Terminations Referrals Case File |
Master Log Number: [0 Varning Letter: =
Recipient ID: Lock-in From: =
Recipient Name: | | Lock-in Through: =
Status: ‘ 16 - Closed - Multiple analysts assigned to review + | Recipient Review: Ta

Update
Provider ID Effective Lock-In End Lock-In
No Records Found

1. To update the existing Lock-in tab information, update the information in the top portion of
the window.

2. Click the Update button.

Result: Saved information is displayed on the Lock-in tab and the Case Summary tab. If lock-in
information exists in the DSS warehouse, it is displayed in the bottom section of the screen.
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10.2 Contract Termination Tab

The Contract Termination Tab lists the provider numbers that have been suspended as a result
of the findings of the case. This tab allows the user to enter, change, delete, or just view
existing suspended provider information for a particular Master Log Number.

10.2.1  Entering a New Suspended Provider Number

1. To enter new suspended provider information, click the Add button from the Contract
Termination Tab of the Case Summary window.

Case Summary I Lock-In " Referrals | Case File I
Master Log Number: |0 First Name: |
Provider ID: Middle Initial:
Analyst Name: Last Name: |
add

Mo Records Found

Result: The Contract Terminations Entry window appears.

Provider ID:

Provider Mame:

Provider Status:

Susp/Term Date: il
Susp/Term Ltr Date: T

INSERT

2. Enter the Provider ID.
3. Click the Check button.

Result: The system verifies the Provider ID is valid. If the ID is valid, the system displays the
provider's name; otherwise it displays an error message.

4. Enter the remaining information.
5. To add this provider number as a suspended number, click the Insert button.

Result: The system documents the number within the SURS Case Tracking system, but it does
not actually suspend the provider number. Suspension of the provider number occurs within the
interChange panels. The Contract Termination Tab lists the provider numbers that have been
suspended as a result of the findings of the case.
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10.2.2 Changing a Suspended Provider Number

1. To change existing suspended provider information, click the radio button next to the
appropriate provider number to be changed.

Case Summary | Lestk:In | fferrals Cae Fibe
st or Lo Paanber: Fi il Mree:
Provides 0 | Fdde Indtiak |
Aealyst Name: perpe—
| LUpdnin J fia'eta
 Prissdiamei Fiesdb QOoOoooooo9 A 1OHE0E A0 007
r Prissihanel, FirstM 9959599959 I HDO002 101800

2. Click the Update button.

Result: The Contract Termination Entry window appears.
3. Change any of the appropriate information.

4. If the Provider ID changes, click the Check button.

Result: The system verifies the Provider ID is valid. If the ID is valid, the system displays the
provider's name; otherwise it displays an error message.

5. Change any remaining information.
6. To save this information, click the Update button.

Result: The system documents the number within the SURS Case Tracking system, but it does
not actually suspend the provider number. Suspension of the provider number occurs within the
interChange panels. The Contract Termination tab lists the provider numbers that have been
suspended as a result of the findings of the case.
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10.2.3  Deleting a Suspended Provider Number

1. To delete an existing suspended provider, click the radio button next to the appropriate
Provider Number to be deleted.

Case Summary | Lestk:In | fferrals Cae Fibe
st or Lo Paanber: Fi il Mree:
Provides 0 | Fdde Indtiak |
Aealyst Name: perpe—
| LUpdnin J fia'eta
 Prissdiamei Fiesdb QOoOoooooo9 A 1OHE0E A0 007

- Priasihene), FirstM 99995999959 Iz POOO2002 10ARD000

2. Click the Delete button.

Result: The Contract Terminations Entry window appears as a confirmation to delete the
provider number.

Cose Summary | Lock-In I Referrals | Case File |
Master Log Number: 78 | First Name: |7
Provider ID: Middie Initial: |
AnalystMame: ROSS Last Name: [ia=mns

) () (o)

O = i | 12/31/2007

3. If this is the appropriate provider number to be deleted, then click the Delete button.

Result: The contract termination information is deleted from the SURS Case Tracking system,
but it does not actually remove the suspension from the provider number. Removal of the
suspension of the provider number occurs within the interChange panels. The Contract
Terminations tab displays an updated list of suspended providers for this case.

Case Tracking

Master Log Number: [?B First Name: 1 5"
—_—
Provider ID: & 0 58 Middle Initial:
Analyst Name: |ROSS Last Name: =
o [ cotus | [ usp/termitroate |
Mo Records Found
42
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10.2.4  Viewing a Suspended Provider Number
1. To view existing suspended provider information, click the Provider Name hyperlink.

CoseSummary | Lol | Beferrab | Case file |
Paast or Lo Pk ﬁ Firndl Masree: |
Frovider I | Midkdie Indtiat |
Aol st e Lt Maspes
| Updoin J a'et
P T — T — T —— T —
r o Priastame), Pl 99995999949 1 R0 0002
r Prisstiine), Firs M 99959599999 b7 1O0E0E 10n80002

Result: The Contract Termination Entry window appears without an Add, Update or Delete
button.

2. When finished viewing the provider information, click the Back To Case Tracking Page
hyperlink to return to the Contract Termination Tab of the Master Log Number last visited.

Result: The Contract Termination Tab from the Case Summary window appears.

Provider ID:

Provider Name:

Provider Status:

Susp,;Term Date: =z
Susp,/Term Ltr Date: ~a
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10.3 Referrals Tab

The Referrals Tab lists all the referrals associated to a Master Log Number, when a specific
Master Log Number is displayed on the Case Summary window from performing a search. The
Referrals Tab allows the user to add, change, or delete referral information for a specific case.

It can also show referrals that have not been assigned to a case, by doing a search from the
Case Summary window for Master Log Number of (zero) 0. The Referrals Tab also allows the
user to add new referrals or change or delete data for referrals that have not been assigned to a
case.

10.3.1 Entering a New Referral
1. To enter new referral information click the Add button from the referral tab.

Master Log Number: |17
vaiderName:| L8 B | -y
Analyst Name: HAYGOOD
)
No Records Found

Result: The Referrals Entry window appears.

Referral Number:
Master Log Number: |17
O O Reviewer Information From Tracking Table
No Further Action R ired Recipient Refi |
o Further Action Require ecipient Referral Reviewed By: - |
Provider /Recipient Information {* Required Fields) Entered By: = |
* 1D Get Info —
Entry Date: Ll |
First Name:
Referral Information
Last Name:
Address:
Comments:
City:
State:
Zip Code: 4000 Characters Remaining for Comments
* Phone: - -
Incoming Referral Outqgoing Referral (1) Outqoing Referral {2)
Received: T Referred To: w Referred To: -
Source: v Date Referred: e Date Referred: TE
Anonymous: Response Date: ’7 s Response Date: ’7 TE
Referral Type: v Status: Status:
INSERT

Enter the provider/recipient and referral information into the appropriate fields.
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The No Further Action Required checkbox for a referral indicates if a case may potentially still be
opened in the future. If it is checked, the referral will not be brought into the list of selected cases on
the Provider or Recipient Case Selection windows when the selected Select Only One drop-down
value is Referrals. In addition, whether the checkbox is checked or not, the referral will still be listed
on the Referrals Tab of the Case Summary Window.

2. Click the Insert button to save the information.

Result: The referral information is saved along with an auto-generated referral number to be
used to reference this information. After the insert, the Referral Tab from the Case Summary
window, with the new referral listed at the bottom appears.

10.3.2  Changing an Existing Referral

1. Click the radio button next to the referral number to change the information. (This is located
on the Referrals tab of the Case Summary window.)

case Summary | Lock-In | contract Termimations [ | Case File |

Master Log Number: 0

Provider Name: |

Analyst Name:

) (e
Lipdate Referral
| ] Referral Number Provider/Recipient 1D Provider /Recipient Name Referral Type

94 /2007 EDMB PHONE
1/1/2007 Standard WRITTEN

L L

2. Click the Update button.
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Result: The new referrals entry window appears with the associated referral data displayed.

Referral Number: |13

Master Log Number: 0

Reviewer Information From Tracking Table
No Further Action Required [ Recipient Referral [ Reviewed By: 7 |
Provider/Recipient Information {* Required Fields) Entered By: 3 |
* ID: “n Get Info —
entry Dates : |
First Name: &
Referral Information
Last Name: _ _
Address: |
Comments:
City:
State:
2ip Code: 3999 Characters Remaining for Comments
* Phone: by s
Received: = Referred To: v Referred To: v
Source: v Date Referred: | e Date Referred: T
Anonymous:; Response Date: * a Response Date: ’7 T
Referral Type: v Status: Status:

UPDATE |

The No Further Action Required checkbox for a referral indicates if a case may potentially still be
opened in the future. If it is checked, the referral will not be brought into the list of selected cases on
the Provider or Recipient Case Selection windows when the selected Select Only One drop-down
value is Referrals. In addition, whether the checkbox is checked or not, the referral will still be listed
on the Referrals tab of the Case Summary Window.
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3. Change the necessary referral information in the appropriate fields.

aderrdn-nbenﬁ
Master Log Number:
Reviewer Information Erom Tracking Yable
No Further Action Required || R Referral [ Reviewed By: = [
Provider/Recipient Information (* Required Fickds) Entered By: admn v [
*10: 999999999 !MVMGW - l [
First Name: -«
Referral Information
A — This is a test referral,
AIIress: | sy vy
Comments:
CRyy i sll |
State:
2ip Code: =7 3976 Characters Remaining for C t
* Phone: = = L
Incoming Referral Outgoing Referral (1) Outgoing Referral (2)
Received: IW - Referred To: Licersing Board v Referred To: v
Source: Standard ¥ Dote Referred: 1/31/2007 Date Referred: | =
Anonymous: | Response Date: 2/6/2007 ™% Response Date: | -
Status: T Status:

Referral Type: Written v

| UPDATE I

4. Click the Update button to save the information.
Result: The referral information is saved and the Referral Tab from the Case Summary window

appears.
Case Summmaey | Leck-In | contract Termmations | Case e |
Mﬂ.lqmﬁ
Provider Name: |
Aanabput Same;
(aga) wdaw | [Dokw |
Lt Bad bwr il
- [ Provitesmecpentnome | kecoved | sowce | Relemat e}
ONe FI6556956959 I a/4/2007 [ 0N
O 2 999999999999 | — g 1/ /7007 b o d WRITTIN
© 4 892598558999 "
O 3 S99999999999 S E—
a7
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10.3.3  Deleting a Referral
1. To delete an existing referral, click the radio button next to the referral to be deleted.
Case Sumenary | Leck-In | Controct Torminations | L Casrie |
Masterloghumber: 0

Provides Name:

Andbystrame: |

| Add Update Delate

[Coets Roferral

=
o) 4 09559959959 — e —— 9/4/2007 s PHONE
] 999999999999 i— - 1/1/z007 Standard WRITTEN
© 4 598599990990
O 5 599999999999 [ N

2. Click the Delete button.

Result: The Referrals Entry window appears with the referrals data displayed. The user
confirms the deletion of the referral.

3. If this is the correct referral to delete, click the Delete button.
Result: The referral information is deleted from the system.

Rdmdl’unbu:ﬁ
Master Log Number: 0
Reviewer Information Erom Tracking Table
No Further Action Required [ Recipient Referral [7] - == 3 [
Provider/Recipient Information (* Required Fields) Entered By: 9 ;
* 10 Get Info i
ey T SO 1
Fast Name: 10
Referral Information
Last Name: © ")
M“u:‘.: N am e Eam
Comments:
Ry: Eay
State: =
2ip Code: = ™ '] 3999 Characters Remaining for Comments
*Phonez| 9§ - W= =
Incoming Referral Outacing Referral (1) Outaoing Referral (2)
Re(dv«t] = Referred To: v Referred To: v
Source: v Date Referred: r— = Date Referred: [—— )
Anonymous: Response Date: | = ResponseDate:| %
Referral Type: v Status: Status:
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10.3.4  Viewing an existing Referral

1. To view information for an existing referral, click the Referral Number hyperlink from the
Referrals tab on the Case Summary window.

Case Summary | Lock-ln | contract Terminations | Case e
Master Log Sumber: O
Proveder e
Anualyst Samne:
|Add | | Update | Derlet |
|| Relerral Number | | Recorved } ___ Source |
® |- §990905009909 - e— /4 2007 oM o
}“—“ 999999999995 — 1/1/2007 St andard WRITTEN
b $90909999909 s
s 990999999999 ——

Result: The Referrals Entry window appears, showing the associated referral data. The window
appears without an Add, Update, or Delete button as this is inquiry mode only.

2. When finished viewing the referral, click the Case Tracking Main Menu hyperlink to return
to the Case Tracking Main Menu.

Result: The Case Tracking Main Menu appears.

r Case Tracking

Case Summary
Referrals List

Analyst List *

Provider Case Entry *

Recipient Case Entry *
Consultant / URC Member List *

Case Selection Hearing Letters °

* - Denotes Supervisor Only Access,
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10.4 Case File Tab

The Case File Tab contains research information the analyst has associated with the Master
Log Number during the review of the case. This tab makes up what is referred to as the
electronic Case File. Each of the sections can contain documents, spreadsheets, scanned
images, etc. depending on the research completed by the analyst.

The names of the sections as well as the names of the documents, within the sections for a
particular case, are determined by the analyst. This is controlled by the names of the sub-
directories and file names that are created and saved under each case number directory.

After displaying the Case File tab windows, the sections below describes how to save a
document to the electronic case file to be displayed on the Case File tabs.

Case Summary | Lock-In | Contract Terminations | Referrals " |

Supervisor Approval Dates

Alabama Medicaid Agency Recoup Ltr: |1/1/2000

Surveillance Utilization Review Subsystem {SURS})

Index URC |1/1/2000

uditee:

Audi | Informal |1/1/2000
Provider/Client ID: laster Log Numbet: |0

rovider,/Clien 4 G Fair Hearing |1,/1/2000

Report Date: |1/1/2000 Date Closed [1/1/2000

~Work Paper File

E] blaha.txt

E] blahd.but
Eias

E] blah.tst
] plahzxt
] blahdunt

=] blah4.txt
EIST

] blahust
blahz.txt
) blahd.but

& hpreomp.pdf
4D
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10.4.1 Saving Case File Documents
To save a document to the case file, use the following steps:

1. Open the case file.
2. Click Save As or Copy.

3. Navigate through Windows Explorer to the appropriate Master Log Number and case file
folder on the server. To do this, click on the drive that is mapped to the server within the
users Windows Explorer window. Then, scroll down until the appropriate Master Log
Number is found. Expand the folders under that Master Log Number and click on the case
file folder or one of its subfolders to which the user wants to save the document.

Save or Paste the document into the appropriate folder.
Refresh the Windows Explorer window.

Refresh the appropriate SURS Case Tracking Case File tab window where the document
was saved.

Result: The hyperlink appears on the appropriate Case File tab.

Case Summary | Lock-In | Contract Terminations | Referrals " |

Supervisor Approval Dates

Alabama Medicaid Agency Recoup Ltr: [1,/1/2000

Surveillance Utilization Review Subsystem (SURS)

Index URC |1/1/2000

Auditee:
uditee: | Informal [1/1/2000
Provider/Client ID: Master Log Number: |0 Fair Hearing [1/1/2000

Report Date: [1/1/2000 Date Closed [1/1/2000

rWork Paper File

SI=TY

2]
=] lah.twt

@ blah3.kxt

E] blahd.tut
Elas

E] blahtut
) blahz.ext

] blaha.txt
BCEp

=] blahz.tnt

] blaha.but

] blahd.tst

Hiaz

=3
5] plahtst

] blah3.tut

=] plahautut

==

13

) blahd.but

& hprcomp.pdf
EldDp
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11. Case Selection Hearing Letters

11.1 Overview

The purpose of this window is to generate letters to all the URC members for each case ready
for a URC review. The letters state which providers are being taken before the URC for
approval of recommendations by the analyst. The letters also state that correspondence is
enclosed with the letter for their review.

11.1.1 URC Notification Letter List

The Case Selection Hearing Letters window lists all cases that have a URC supervisor approval
date on the Case Summary window.

1. Onthe SURS main navigation window, click the hyperlink for Case Selection for Hearing
Letters:

r Case Tracking

Case Summary
Referrals List

Analyst List *

Provider Case Entry *

Recipient Case Entry ™
Consultant / URC Member List *
Case Selection Hearing Letters °

...

2. Click on the box to the left of the Master Log Number to generate letters for all URC
members regarding cases coming up for review.

[ Select All Cases ] [ Clear all Cases ] [ Gererate Letters ]
I:‘ 6 10/10/2007 KANG
[l 17 10/10,/2007 HAYGDOD

DXC Technology © Copyright 2019 DXC Technology Development Company, L.P Page 52



Alabama Medicaid Agency July 13, 2018
SUR Case Tracking User Manual Version 2.0

Users can click the Select All Cases button to check the boxes next to all listed cases. Users can
also click the Clear All Cases button to uncheck the boxes next to all cases.

3. Click the Generate Letters button.

Result: A PDF window is displayed with the URC letter addressed to the URC member.
Select the printer icon in the menu bar at the top to print the letter on the local printer.

¥ | Adobe Reader - [pgvrgy55425ikuzsahe0b145-Letter4[1]. pdf]

“ Fie Edit View Dooument Tools Window Help -
2 @ 0 ' M [ Thseect G | @ - (4 vy © 6% | @ [[D3
ﬂSaveaCup'y = 2 ‘&) VY setect eyl | el 13 & | 65% *) ) Hep ~
"’_"1 B ’4“'777‘"'"'77“".‘777"-"7 SRR 0909090909090 1
dE - Alabama Medicaid Agency 4
f 1 ‘ A L7 01 Dester Avenee &
- [ ¥4 \ PO Dos M3 ™ |
E‘ | [l Momigomery. Alabass M10).8624 oY 7
§; ; A N PrazsS
1 1 Tobwwatembadod r O Dt A4 OV
| R
| 1
v ! LA 207 Jana 1. Webb, RN, Manger
8| ‘ Serveillance and Utilization
> Review Uit -
el URC Notice
Y : (405 5227420
| Apple Dempling
| 12 Orcherd Lane
|
| Montgomery. AL 36117-0000
!
Dear Apple Dumpling:
}
|
|
DEBORAH WINSTEAD has requesied an appeal by the Medcal Advisory Subcommittee. Ttis
| plaancd #at the medical professicasls of this committes will review this appead ca October 10,
| 2007 immediately foldowing the Medical Advisory Commilice mocting.
'
|
; Eaclosed is the corme spoadence for this case. For your coavenlence, we have adso enclosed a
| copy of the applicuble polscy for this time penod
| | ‘ Should you be umable to atlesd, phesse forw md your comuments to the A labsma Health Care
| Authority, Attentione Jana Webb, ot 4545 N, Lincole Suite #124 Birmingham, Alabsms
[ | THOS or your may call a1 (305, 522-7112
1R
O |
S | |
=
<| |
|1 Sincerdly,
| |
R
o |
Ei |
g |
S Jana 1. Webb, RN
| ] SURS Manager
'
g |
|
\ Faclosaune ~
% O 3 1 (1cF 1) Qo
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12. Case Tracking Reports

The SUR Case Tracking User Manual provides the following information for each report:
Narrative: Provides a brief description of the report functionality and usage.

Layout: Provides a representation of the report and details the exact placement and format of
the field names, values and heading information.

Field Descriptions: Lists the fields included on the report, with a definition of each field.

12.1 Printing Reports

All reports may be printed from DSSNavigator window by using PDF function. The report will
print to the local printer.

Step 1: Select View from the drop down menu bar.
Step 2: Select PDF mode.

Case Tracking - Al Open Cases By Analysts

2) Documert + View « ) Frd | @ Undo Zoom [100% - L 22 Retresh Iy

o tY | Page mode I

s Draft moce
i e | Alabama Medicaid Agency Run Date: 71712007
Run Time: 2:54:14 PM

Case Tracking - All Open Cases By Analysts

v  Setus Bar

ANALYST: Haygood ( Total Cases: 7)

Provider

Type Case Criteria Description Case Status 1D Date

N - -ase
Provider/Recipient Name Assigned Date
Final

Received Date  Recouped
Amount

Initial
Recoupment
Letter Date

Total Received

URC Request Informal Fair Hearing Total Recouped
Amount

Date Request Date Request Date Amount Recouped Date

Country Medical Clhinic, 31 - Physician 18 TEST prenatal - Assigned but not indiated 06042007
a f.\'éx IPIENT 6 Excesswve Penodic Preventive Visits B - Currently being revewed 052272007
oD Lo 31 - Physician 19 TEST123 13 - Pending informal 06.06/2007
[ enroo7 /172007 o | $370.0¢ | 250,00 650 00
< >
&) Reportt Refresh Deter My 17, 2007 254 14 P
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Step 3: Click the printer icon on the PDF menu bar. Results: Report is displayed in PDF format.

Case Tracking - All Open Cases By Analysts

 View in HTML format | Status Ber > Retresh Data

Alabama Medicaid Agency Run Oste: 7172007

Run Time: 254 14PM
Case Tracking - All Open Cases By Anaiysts

ANALYST: Maygood { Total Canes. 7)

31 - Pynaan ] TEST prenaes 1 - Asgred D rot noaned Q004 T
| 1
| - 0 [Excessve Perosc Preverte Vi[5 - Curenty barg reviese 08222007
1 1
31 - Pryscin % [EsT» 13 - Panding rormel 06082007
[ 1a0e | 37000 1 0. 2000}
31+ Poyscian r  petest2 1 - Assgred Bt rct naaned 06062007
| 1
31 - Poywaian N AL TE3T 50 DAY T - Anbgred Sut rct meanes [
I I
- - 3% - Ghart cn oA r
Bimor 9 [TEST Bxcessve Ovpaters Care (25 CEICT B0LE S0 on0e?
1 1
31 - Prysan ) ‘hﬂﬁi‘i_m’! T - Angred bl nt meaned oot
I

OSSProfier Pagetofts

Case Tracking - Al Open Cases By Analysts rep

vl
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12.2 Case Tracking — All Cases

The Case Tracking - All Cases report is generated through Business Objects. This report
displays all cases in provider/recipient name order.

12.2.1  Case Tracking — All Cases Layout

Alabama Medicaid Agency Run Date: 9/18:2006
Run Time: 3:55:11 PM
Case Tracking - All Cases

Sorted by Provider Recipient Name

Total Cases:
1 gy wpm 999999999999 001 07/19/2006
5 — 999999999999 003 0202006
3 L B 999999999999 004 02042006 080472006 $3.000.00
2 ( Sp— 999999999999 003 02/04/2008
4 — 999999999999 004 0209/2000
End of Report

12.2.2  Case Tracking — All Cases Field Descriptions

Field Description Length Data Type

Analyst The identification of the analyst working the 3 Character
case.

Case Assigned Date | Date the case was assigned to the analyst. 10 Date (MM/DD/CCYY)

Case Closed Date Date the case was closed. 10 Date (MM/DD/CCYY)

Final Recouped Amt | The final recouped amount, as entered by the | 11 Number (Decimal)
user on the Case Summary screen.

ML# Master Log Number is a unigue system 5 Number (Integer)
assigned identifier for a case.

Provider/Recipient Name of the provider or recipient related to 25 Character

Name the case.

Prov/Recipient ID Identification number for the provider or 9 Character

recipient related to the case.

Referred To Date the case was referred to the supervisor. |10 Date (MM/DD/CCYY)
Supervisor Date

Total Cases Total number of cases shown on the report. 3 Number (Integer)
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12.3 Case Tracking - All Open Cases By Analysts

The Case Tracking - All Open Cases By Analysts report is created in Business Objects. This
report shows all cases that are currently open for each analyst selected in the report prompt.

12.3.1 Case Tracking — All Open Cases By Analysts Layout
Alabama Medicaid Agency RunDate: 6/62007
Run Time: 3:14:02PM
Case Tracking - All Open C ases By Analysts
ANALYST: Amrmutha (Total Cases: 1)
Case Criteria Description Case Status ID Date Ass g':r;f: Date
Recouped Date TC"EL = Received Date
== g'é'cmuzm 1 BLAH 2 . Pending receipt of claims detail 0G/302007
i | sMosm07 |
ANALYST: Haygood (Total C ases: 4)
Provider/Recipient Name F.r;;;gf;' Case Criteria Description
URC fae*! Migued bate Reques Due | Ameont . Reoouped Date T
o e 2 |blah 5 - Medical tecords requested 05042007 | 0512007
[ sszo7 [
fa Soi d o PIENT 13 [|biah 2 . Pending receipt of claims detail 05/042007 | 0812007
[ &varoo7 I $200 .50 0.00 200.50
12.3.2 Case Tracking — All Open Cases By Analysts Field Descriptions
Field Description Length Data Type
Analyst Name of the analyst with open cases. 50 Character
Case Assigned Date | Date the case was assigned to the analyst. 10 Date (MM/DD/CCYY)
Case Status Current status of the case. 30 Character
Fair Hearing Date the fair hearing was requested by the 10 Date (MM/DD/CCYY)
Request Date provider.
Final Recouped The final recouped amount, as entered by the | 11 Number (Decimal)
Amount user on the Case Summary screen.
ID Date Date the analyst initiated the case. 10 Date (MM/DD/CCYY)
Informal Request Date the informal hearing was requested by 10 Date (MM/DD/CCYY)
Date the provider.
Initial Recoupment Date the letter of initial recoupment was sent. | 10 Date (MM/DD/CCYY)
Letter Date
ML # Master Log Number is a unique system 5 Number (Integer)

assigned number identifier for a case.
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Field Description Length Data Type

Case Criteria Description of the case. 30 Character

Description

Provider/Recipient Name of the provider or recipient related to 30 Character

Name the case.

Provider Type Provider type for the provider identification 3 Character
number.

Received Date Date of the last recouped amount received by | 10 Date (MM/DD/CCYY)
the agency.

Recouped Date Date of the last recouped amount from the 10 Date (MM/DD/CCYY)
system checkwrite.

Total Cases Total number of cases shown on the report. 3 Number (Integer)

Total Received System generated, total recouped amount 11 Number (Decimal)

Amount received by the agency.

Total Recouped System generated, total recouped amount 11 Number (Decimal)

Amount from system checkwrite.

URC Request Date Date URC was requested by the provider. 10 Date (MM/DD/CCYY)
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12.4 Case Tracking — Cases on Hold

The Case Tracking - Cases On Hold report is created in Business Objects and shows all the
cases with the status of 'on hold'. This report shows basic information related to the case on
hold and more detail information related to recon dates and amounts.

12.4.1

Provider/Redpient Name

Analyst

Case Tracking — Cases on Hold Layout

Alabama Medicaid Agency

Case Tracking - Cases On Hold

Total Cases: 3

Prov/Recipient 1D ML #

Total Recouped
Amount

Fair
'equest Hear Response
Date

Initial Recoup
A e

equedec

Run Date: 672007
Run Time: 7:14:30PM

URC Request URC Response
Date Dte

= 4 OHE2007
HAZ1900
o™ e L] 05082007

8 05/07/2007

| osnszow |

12.4.2 Case Tracking — Cases on Hold Field Descriptions
Field Description Length Data Type

Analyst The identification of the analyst working 3 Character
the case.

Analyst Comments Comments related to the case. 4000 Character

Date Closed Date the case was closed. 10 Date (MM/DD/CCYY)

Fair Hear Response Due date for fair hearing request from 10 Date (MM/DD/CCYY)

Date provider.

Fair Hearing Request Date for fair hearing request from 10 Date (MM/DD/CCYY)

Date provider.

Informal Request Date | Due date for informal request from 10 Date (MM/DD/CCYY)
provider.

Informal Response Date for informal request from provider. 10 Date (MM/DD/CCYY)

Date

Initial Recoup Amt Requested amount for the initial 11 Number (Decimal)

Requested recoupment.

Initial Recoup Letter Date the initial recoupment letter was 10 Date (MM/DD/CCYY)

Date sent.

ML # Master Log Number is a unique system 5 Number (Integer)
assigned identifier for a case.

Prov/Recipient ID The identification number of the provider |9 Character
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Field Description Length Data Type
or recipient.
Provider/Recipient The full name of the provider or recipient. | 25 Character
Name
Supervisor Comments | Supervisor comments related to the 4000 Character
case.
Total Cases Total number of cases shown on the 3 Number (Integer)
report.
Total Final Recouped The final recouped amount, as entered 11 Number (Decimal)
Amount by the user on the Case Summary
screen.
Total Recouped System generated, total recouped 11 Number (Decimal)
Amount amount from system checkwrite.
URC Request Date Date for URC request from provider. 10 Date (MM/DD/CCYY)
URC Response Date Due date for URC request from provider. |10 Date (MM/DD/CCYY)
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12.5 Case Tracking - Contract Suspensions

The Case Tracking - Contract Suspensions report is created in Business Objects. This report
shows a list of providers that have been suspended for the termination/suspension date on the

report or greater entered at the prompt.

12.5.1 Case Tracking - Contract Suspensions Layout

Case Tracking - Contract Suspensions

Case Tracking Provider Name: B e W Wy

Master Log Number: 16

Provider ID Provider Name

Alabama Medicaid Agency

Contract Termination/Suspension D ate On Or After: 12/312006

Contract
Termination/Suspension

Letter Date

Run Date: 672007
Run Time: 6:47:02PM

End of Report

12.5.2  Case Tracking - Contract Suspensions Field Descriptions

Field Description Length Data Type
Case Tracking Provider | Name of the provider associated with the 30 Character
Name contract suspension.
Contract The contract termination/suspension date 10 Date (MM//DD/CCYY)
Termination/Suspension | based on what the user provided at the
Date On Or After prompt.
Contract Date the provider was suspended. 10 Date (MM/DD/CCYY)
Termination/Suspension
Letter Date
Master Log Number Master Log Number is a unique system 5 Number (Integer)
assigned number identifier for a case.

Provider ID The provider's identification number. 9 Character
Provider Name The provider's full name. 25 Character
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12.6 Case Tracking - Open Closed Cases

The Case Tracking - Open Closed Cases report is created in Business Objects. This report has
two tabs, one for open cases and one for closed cases within the entered date range.

12.6.1 Case Tracking - Open Cases Layout

Alabama Medicaid Agency Run Date: 11172007

Run Time: 3:03:11 PM
Case Tracking - Open Cases: 10/012003 - 09302004

1 16 - Closed I Muliple analysts assigned to raview PASN LIAL 0170172006 010272006 07/19/2006 ®sw 400 20
$2.00 w0 o0 $100 00
2 1 - Assigned but not indized AN UAL 08/03/2008 020272006 0B/D4Z008
$1.00
3 - 1« fssigned but not intized AN LIAL $3,200 00
$2,000 00 $3,000 00
4 1 - Fesigned but not intizted AN AL (6092006

12.6.2 Case Tracking — Closed Cases Layout

A R Run Date: 662007
Alabama Medicaid Agency Run Time: 5:35:17 PM

Case Tracking - Closed Cases: 10/012006 - 09302007

ProviRecipient Name Case Status Source Casze Assgned Date 0 Closed Date

Fair Hear Recoup rouo poc

FPhysical Fila At Requeded coupad Amt Total Received Amt Final Recouped Amt

End of Repont

12.6.3 Case Tracking - Open Closed Cases Field Descriptions

Field Description Length Data Type
Case Assigned Date | Date the case was assigned to analyst. 10 Date (MM/DD/CCYY)
Case Status Current status of the case. 30 Character
Case Tracking- The closed cases date range based on what 20 Date (MM/DD/CCYY)
Closed Cases the user provided at the prompt.
Closed Date (Closed | Date the case was closed. 10 Date (MM/DD/CCYY)
Cases)
Fair Hearing Recoup | Recoupment amount requested for fair hearing. | 11 Number (Decimal)

Amt Requested

Final Recouped The final recouped amount, as entered by the 11 Number (Decimal)
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Field Description Length Data Type

Amount user on the Case Summary screen.

ID Date (Open Date the analyst initiated the case. 10 Date (MM/DD/CCYY)

Cases)

Informal Recoup Informal recoupment amount requested. 11 Number (Decimal)

Amt Requested

Initial Recoup Amt Amount requested for the initial recoupment. 11 Number (Decimal)

Requested

ML # Master Log Number is a unique system 5 Number (Integer)

assigned number identifier for a case.

Physical File Location of the physical files associated with 30 Character

Location (Closed the case.

Cases)

Prov/Recipient The full name of the provider or recipient. 25 Character

Name

Referred to Date the case was referred to a supervisor. 10 Date (MM/DD/CCYY)

Supervisor Date

Source Source of the case. 100 Character

Total Received System generated, total recouped amount 11 Number (Decimal)

Amount received by the Agency.

Total Recouped System generated, total recouped amount from |11 Number (Decimal)

Amount system checkwrite.

URC Recoup Amt Recoupment amount requested for URC. 11 Number (Decimal)

Requested
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12.7 Case Tracking - Open Cases In Work

The Case Tracking - Open Cases In Work report is created in Business Objects. This report
shows all open cases that are being worked in analyst order. Cases with an assigned date and no
closed date are shown on the report.

12.7.1  Case Tracking - Open Cases In Work Layout

Alabama Medicaid Agency rr:.:'.'.' f:l‘lflg 2:‘8223?')”

Case Tracking - Open Cases in Work

(cases that have an assigned date with no closed date)

ANALYST:  Allison

Prov/Recipiert Name MLE Case Status Provider Type Initial Amount

Total Paid Amt  Tot Recip Total Recouped Amt Total Received Amt

@ - Cumently being reviewad - RECIPIENT $6,135.33 $215.00

1 | 753254 35.00
R 19 [2 - Pending receipt of claims detail CL - RECIPIENT 21127 I T
L

ANALYST:  Amnitha

MLH Case Status Provider Type Initial Amount

Total Paid Amt  Tot Recip ota A otal Recelved amt 'indl Recouped

[ - RECIFIENT
| | 7o0.00] 30000 | | |

12.7.2  Case Tracking - Open Cases In Work Field Descriptions

Field Description Length Data Type
Analyst Identification of the analyst associated with the 3 Character
case.
Case Status Current status of the case. 30 Character
Comments Comments related to the case. 4000 | Character
Final Recouped Amt | The final recouped amount, as entered by the user | 11 Number (Decimal)
on the Case Summary screen.
Initial Recoup Amount | The initial recoupment amount requested. 11 Number (Decimal)
Requested
ML# Master Log Number is a unique system assigned 5 Number (Integer)
number identifier for a case.
Number Claims Number of claims reviewed. 4 Number (Integer)
Reviewed
Prov/Recipient Name | Name of the provider or recipient related to the 30 Character
case.
Provider Type Provider type for the provider. 3 Character
Sample Size Number | Sample size of claims reviewed. 5 Number (Integer)
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Field Description Length Data Type

Tot Recip Total number of recipients. 5 Number (Integer)

Total Number of Total number of claims. 5 Number (Integer)

Claims

Total Paid Amt Total paid amount. 11 Number (Decimal)

Total Paid in Sample | Total paid amount for claims in the sample. 11 Number (Decimal)

Total Received Amt System generated, total recouped amount 11 Number (Decimal)

received by the agency.

Total Recouped Amt | System generated, total recouped amount from 11 Number (Decimal)
system checkwrite.
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12.8 Case Tracking - Purge List

The Case Tracking - Purge List report is created in Business Objects. This report has two tabs
showing a list of cases to be purged this month (based on dates entered at prompt) and
showing a list of cases to be purged next month (based on dates entered at the prompt).

12.8.1 Case Tracking - Purge List Layout

Alabama Medicaid Agency Run Date: 672007
Case Tracking Run Time: 4:59:41PM

Case Purge List for This Month: 05/01/2007 - 05/3122007

cipient Name s ne Final Recouped Amt
o

16 - Closed - Multiple analysts assigned to review
5| |17 - Closed 05/152001

End of Repon

H H Run Date: 672007
Alabama M Edlc.:ald Agency Run Time: 4:59:43PM
Case Tracking

Case Purge List for Next Month: 06/01:2007 - 06302007

Case Closed
Date

Sentto AR/AD] Recouped Date Analyst Name Final Recoup Amt

1% baw Bk 17 - Closed 05/2372001
17 -, ey [16 - Clos ed - Multiple analysts assigned to review 08172001
End of Repon

12.8.2  Case Tracking - Purge List Field Descriptions

Field Description Length Data Type

Analyst Name Identification of the analyst associated with the |3 Character
case.

Case Closed Date Date the case was closed. 10 Date (MM/DD/CCYY)

Case Status Current status of the case. 30 Character

Final Recouped Amt | The final recouped amount, as entered by the 11 Number (Decimal)
user on the Case Summary screen.

ML # Master Log Number is a unique system 5 Number (Integer)
assigned number identifier for a case.

Provider/Recipient Name of the provider or recipient related to the | 30 Character

Name case.
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Field Description Length Data Type
Recouped Date Date of last recouped amount from system 10 Date (MM/DD/CCYY)
checkwrite.
Sent To AR/Ad] Date sent to adjustments. 10 Date (MM/DD/CCYY)
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12.9 Case Tracking — Recipient Lock-In For Open Cases
The Case Tracking — Recipient Lock-In For Open Cases report is created in Business Objects.
This report shows a list of lockin recipients, along with lockin dates, for cases currently open.

12.9.1  Case Tracking — Recipient Lock-In For Open Cases Layout

Alabama Medicaid Agency Run Date: 1031200
Recipient LockIn For Open Cases Run Time: 9:59:58 Al
Total Cases: 19

Recipiert Name ecipiert 10 Case Status
Numnber

Recipient Lock:in Recipient Look:in

EMfective Date End Date S b s
|| o— 999999999999 1« fesigned Bt not inttiated MANUAL Kang
E e [ 999999999999[ 1 - Aesiged bat not intiated 1 MANUAL I Kelty
P) T [999999999999[ 1 - Aesignad bag not intizted ] MANUAL I Ross
4| nmpm  mw— [ 999999999999 l 1 - Aosigned Bar nit intigted l MANUAL l Haygood
5-:— 999999999999 l 26 - Chert on lockin program - physician and pharmacy I MANUAL l Kang
o ; ) i [999999999999[ . Pending with SURS Supervisor l MANUAL I Kang
osnanen? I 1273172200 7101 I MEDICAL CENTERPHARMACY [ [
7[. T — [999999999999 ] 1 - Pesigned bag not intiated l MANUAL I Kelly
1202601006 I 120112290 [ 6060 I CVS DRUG STOREN 4620 ] I

12.9.2 Case Tracking — Recipient Lock-In For Open Cases Field Descriptions

Field Description Length Data Type

Analyst The analyst ID associated with the case. 3 Character

Case Status Current status of the case. 30 Character

Lock-In Provider The name of the lock-in provider. 25 Character

Name

Master Log Number |Master Log Number is a unique system 5 Number (Integer)
assigned number identifier for a case.

Provider ID The provider identifier the Recipient is locked |25 Character
into.

Recipient ID The recipient's ID. 13 Character

Recipient Lock-In  |The effective date of the lock-in period. 10 Date (MM/DD/CCYY)

Effective Date

Recipient Lock-In  |The end date of the lock-in period. 10 Date (MM/DD/CCYY)
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Field Description Length Data Type

End Date

Recipient Name The recipient's full name. 25 Character

Referral Received |Date the referral was received. 10 Date (MM/DD/CCYY)

Source The source of the case — manual or referral. |15 Character

Total Cases Totgl_number of open cases for lock-in 5 Number(Integer)
recipients.

Warning Letter Sent |Indicator showing if a warning letter has been |1 Character
sent.
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